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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

         
Supervisory Related BU: 

         
Confidential Related BU: 

         
Rank and File BU: 

        
RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
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EMPLOYEE’S SIGNATURE 

 

DATE 
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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R04
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Lynne V. Bitnoff
	SUPERVISOR'S CLASS: Staff Services Manager I
	personnel analyst: Jeanne Lee
	personnel date: 09/12/06
	PERCENT OF TIME: 


















25%






	activity: POSITION SUMMARY:

This position provides secretarial and administrative services to the Administration Branch and other personnel of the Division on an as-needed basis.  Under the general direction of the Chief, Administration Branch, the Office Technician regularly performs a variety of difficult duties and requires a high degree of clerical skill as well as demonstrating mature judgment, initiative, and tact.  Must possess capability and willingness to consistently exercise initiative, and assume delegated responsibilities.  Position also serves as the Training Coordinator as well as the back up support to the Division's receptionist, Executive Assistant, and the Travel Coordinator.


ESSENTIAL FUNCTIONS:

This is a highly-visible position responsible for sensitive assignments exercising tact and diplomacy; work under pressure and time constraints; handle changing priorities; establish and maintain cooperative working relationships, and requires a degree of independent judgment and initiative in making decisions and meeting deadlines at CERS, and maintain regular, consistent, and predictable attendance, and exercise good judgment.   The specific essential duties are:

Prepare drafts/finals of letters, memoranda, and other forms of correspondence for Communications Director, Office Chief's, Director's, Resources Agency staff, and for Governor's signatures; review outgoing correspondence that is prepared by other staff members for signature of Office Chief, Director, Secretary for Resources, and Governor for consistency with administrative policy, as well as for format, grammatical construction, and clerical error.  Type and process a variety of sensitive correspondence and sensitive energy-related matters; schedule meetings; compile appropriate meeting material; make travel arrangements; prepare daily meeting and appointment calendar; and create and maintain the office filing system, binders, etc.

	classification: Office Technician (Typing) 
	appointee: Vacant
	dwr position number: 1210-1139-003
	sap personnel no: 
	sap position number: 50010780
	division: CERS/Administration
	mcr: I
	percent2: 25%



15%











10%






10%



10%



5%






	activity2: Serve as Training Coordinator for CERS staff which includes preparing all DWR 4142's, Training Plan and Request; assisting staff with training issues; and assist the Administration Branch in coordinating the Department's yearly Appraisal and Development process.

Serve as Time Recorder for CERS.  Responsible for entering staff's attendance, overtime, and arduous pay worked into SAP.  Reconcile all attendance problems with DWR Personnel Office.  Generate monthly attendance reports for Chief, Administration Branch.

Prepare Appraisal and Development (A&D) packages for all employees, including Represented, Manager/Supervisor/Confidential, and Temporary (Student Assistants, Youth Aids) employees as per DAM Section 3752.3.  Deliver packages to each Supervisor and after A&D packages have been completed, input into SAP and review by Administrative Officer.  Make copies and deliver completed packages to the employee and Supervisor, retain the original DWR Form 4142 (Training Plan and Request), and return the original STD 637 (Performance Appraisal Summary) to the Administrative Officer.  

Interact on a daily basis with the public and departmental staff at various levels; screen a variety of visitors and telephone calls from the Director's Office, Governor's staff, and other State and federal agencies such as California Public Utilities Commission, State Treasurer's Office, State Controller's Office, California Energy Commission, Electric Oversight Board, California Independent System Operator and the Federal Energy Regulatory Commission, and where appropriate, refer to other staff members or handle independently answering energy-related questions.  

Provide back up support to the receptionist and Office Technician's by answering a multi-line telephone including monitoring daily whereabouts of CERS staff, schedule meetings and/or conference rooms; take and distribute messages for staff.  

Serve as back up for the Travel Coordinator by scheduling both in state and out-of-state travel arrangements; preparing travel itineraries and travel expense claims, and assisting the Administrative Officer in processing staff out-of-state travel requests.

Process all business material (i.e., contracts, reports, meeting materials, etc.) into CERS Management Document and Activity Tracker system (MDAT).  Process requires the collection of documents, data entry, and scanning material into the system; independently manage electronic document records and contact information using MDAT automated organization features; assist staff in running reports and retrieving stored documents.

Routinely update and maintain the desk procedure manual and any other duties as required.

Provide assistance and/or backup to the Vehicle Pool Coordinator.  This may require driving a vehicle on public roadways.


OTHER RESPONSIBILITIES:

The duties of this position are performed with minimal/no direction.  No detailed supervision is received while work is in progress.  

	percent 3: 
	activity3: SPECIAL REQUIREMENTS:

Possess a valid California driver's license.

Incumbent must be able to establish a good working relationship with a diverse group of individuals.

	supervisor name: Lynne V. Bitnoff
	employee name: Vacant


